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Departrment of Conservation & Recreation
CONSERVING VIRGINIAS MATURAL & RECREATIONAL RESOURCES

Twin Lakes State Park
Cedar Crest Conference Center
Route 2, Box 70
Green Bay, Virginia 23942
(804) 767-2398
Fax (804) 767-2650

Event Planner & Checklist

Peasefill in dl areas below as completely as possible. If question does not gpply use N/A.

What will this event betitled?

Will this be ayouth or adult event?

Approximate number of participants? Adult Y outh

Seeting arrangements for the meeting room?

What audio-visua aidswill you require?

Will you have any specia requests?
Please describe

Will your group be having any type of socid, cocktall party, reception, etc.?
Will alcoholic beverages be served?

Will you be using a caterer? Who?

Will it be necessary to set up in advance?

10. Entertainment?

11. Who is the contact person for this event?

12. Please lig any additional information or requests:

Telephone #
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